
MEMORANDUM

DATE : J une 2 0 0 3

TO : Single-Establishment  Privat e Employ ers

FROM : Join t  Report ing  Com mit t ee (EEO-1 )

SUBJECT : Com puter Print ed EEO-1  Report s - The Requ ired Form at  (Rev. 6 /2 003 )

Th is is the latest revision of t he EEOC-approved specif ications to be used by  sing le-establishment  companies

t o f ile Employer Inf orm at ion  Report  EEO-1  as a computer prin tou t  inst ead of  using St andard Form  100  (sample

copy  at t ached).

Submission of  t he EEO-1  report  as a computer prin tou t  is a Spec ial Reporting Proc edure (SRP) as prov ided for

in Sect ion  709 (c) o f  t he Civ il Righ t s A ct  of  1964 , as amended.  Under those provisions, a company MUST have

w ritten approval from this agency prior to using this format .  Subm ission of  Report  EEO-1  as a computer

prin tout  is st r ic t ly  opt ional and is not  required of  any company.

APPROVAL PROCESS

A  let t er request ing  perm ission to use this SRP w ith an att ached test printout  in the specif ied format must  be

submi t ted to  the fo llow ing address for rev iew  and w rit ten verif icat ion of  acceptab ility :

The EEO-1  Coordinator

PRINTSRP

EEO-1  Joint Reporting Committee

PO Box 19 100

W ashington  DC  20036 -9100

Telephones : 1-86 6-28 6-64 40  / (20 2) 66 3-71 84  (TTY)

Fax : (2 0 2 ) 6 6 3 -7 1 8 5

Please direct all questions concerning computer generated reports to the above address or telephone numbers.

BASIC REQUIREM ENTS FOR PRINTOUTS

 1 . The original and one (1) copy of t he report m ust be submitt ed.

 2 . The fon t  or poin t  size may  not  be less t han nine (9 ) po int s.

 3 . The preferred paper size is 8½ "  x 1 1" .  How ever larger (not smaller) size paper w ill  be accepted.

 4 . Com puter print ed EEO-1 report s must be formatt ed exactly as in the at t ached layout .  A ll designat ed

data f ields must be displayed and ident i f ied.   Any deviat ions w ill be unacceptable.

(OVER)
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LAYOUT EXPLANATO RY NOTES

   1. How to Answer "Yes" or "No" Questions

All questions requiring a " Yes"  or "No" answer (Section B, i tem no.  2.c. ;  Section C,  items 1,  2,  and 3;  Section D,

Item No.  2) must be indicated as "Y" for "Yes" or "N" for "No".

   2. Company Number/ Unit Number

The Company Number (CO= XXXXXX-X) and Unit Number (U= XXXXXX-X) previously assigned to the company

by EEOC must be indicated in the upper,  left-hand corner of the repor t in their respective designated field.   For all

single-establishment companies,  those two (2) identification num bers are identical.   Do not  change the Company

Number or Unit Number for any reason.

L 3. New Industry Coding System - REVISION

The Office of Management and Budget (OMB) has implemented a new industry coding system called the North

American Industry Classification System (NA ICS),  which replaces the Standard Industrial Classif ication (SIC)

coding system.   (See attached ‘Special Notices’ sheet. )

   4. Section B - Company Identification Questions

If applicable, complete parent corpor ation information must be indicated in item no.  1.   The inform ation must be

provided even if the parent corporation is located outside the fifty (50) states and the District of Columbia.

   5. Section C - Test for Filing Requirement

Questions 1 thru 3 must be answered.   Also indicate the Dun & Bradstreet (DUN S) Number  (if the company has one).

L6. *Other Q uestions* (Section D - Employment Data) - REVISION

The date(s) of payroll period used (item no.  1) must indicate the full calendar year,  i.e.  1998, 1999,  2000, etc.

 7. Section E - Establishment Inform ation

A brief,  but precise,  description in words of the company' s major business activity MUST be indicated.  The

description should include whether the business activity involves manufacturing, retail trade,  wholesale trade, services

(especially health services by type), etc.

7. Section G - Certification

Section G MUST  be completed in its entirety with an ORIGINAL signature on at least one copy.

Attachment


